OFFICE OF THE SECRETARY OF DEFENSE
WASHINGTON 13, D. C.

8 September 19’ 66

ADMINISTRATIVE INSTRUCTION NO 32
SUBJECT: Payment O Uniform Allowances to Civilian Chauffeurs

Reference:  (a) Department Of Defense Instruetion 18,2 dat ed )
B-Aprik-3955 Tab /b, /56 -

I.  GENERAL

The purpose Of this Instruction IS tO ﬁrovi de implementing regula~
t

tions as required in reference (a)- for e weari ng of uniforms by eivilian « ~
enpl oyees. "

 Theseregulations shal| apply te those civilian es who are
assigned to the operation of a passenger motor vehicle used by key offi-

. y
cials who have been specifically authorized by the Secretary of Defense
to have chauffeurs.

IT. POLICY

Civilian chauffeurs, 83 defined above, shall be required to wear

uniforms as prescribed in this Instruction, and shall be paid a uniform
al | onance as provided for in this Instruction.

T QIANDARDS

L Description Of articles of unifeorm.
a8, Winter

Coat: Shall be of dark blue, 13 to 15 ouncgémol or pv\r%sé%q
mat erial, such as elastique, whipcord, serga --&v, <i mi| g maperial
ing the sa’rresuappear ancje'? ‘I't shall “be gdwbla—bmutadfamm style,

with peaked |apel's, seam back, no vent, Send-fitting, conventional length,

_Trousers: Shall be of econventimmal type, matching the coat
in color and fabrie; of plain design, with cuffs.

Cap: Caps shall be of dark blus material, such as elastique,
whipcord, serge, or similar material presenting the same appearance, with
standing front and flaring eight-paint brim.

_Tie: Shall De ecomnventional black four-in-hand tie Of woven
nmat erial, such as wol, Silk,, or synthetic raym.



Overcoat: St -11 be of 4 to 15 omee dark bl ue wexz*ed type
fabric such as wol gacardine, Serge, whipeord, or similar c| ear finish
type fabric; water-repellent; double-breasted.To be loose-fitting, full~-
skirted, and drawn In at t he wai st by an all-around belt of same material

as coat, to fasten in front witha buckle of nonmagnetic material. 10 €X-
t end one=third t he di St ance fromkneecap to ground;convertiblscollar;:

one Sl ash, inside pocket in each front piece with slit giving access to

trouser or sack coat pocket; vent at center of back; tab ea each cuff, set
Into fremt Seam and bunmi ng over fremt Of sleeve to the rear. Removable
linerofblue wool flannel i s opticnal.

b. Summer

c0a: Shall be the sams in style and col or of winter coat,
except that material shall be of 9 to 1l ounce tropical fabric, such as
tropical worsted, wool gabardine, rayon gabardine, or similar material
presentingthe same appear ance.

Trousers: Shall be of conventional type, matching the coat
in col or and fsbrie; of plaih design, wth ‘cuffs.

- Cap: Shall be of same material and style as winter cap, ex-
cept that it shall have a ventilated band,

Tie: Sanme as worn W th winter uniform,

c. White shirt and bl ack shoes shall be wornat all tines with
both the wnter and summer uniform.

d. In any case where women are employed as <chauffeurs, there
shall be substituted suitable articles of women's wear which shall be simi-
lar 4n quality to the articles of wiform listed above.

2. Care ad wear Of uniforms,

Bmplovees I ecei Vi ng allowances f or uniforms shall be required to
keep uniforms in a clean, neat condition at all times and to wear them in
t he following naner:

Coata: shell be worn and 1y buttoned at all tires.

Trousers: Shall be worn not higher than the top of thearch
of the. foct so that socks will not show between trouser bottom and shoe top.

Cam Shall be worn at all times yhen outside of a building
and shall be wern squarely e the heed with the bottom edge horizamtal,

Overcoats: When worn, shall be fully buttoned and belted.

Ties: Shall be neatly tied wth the conventional four-in-
hand mot,



IV. AMOUNT AND PAYMENT OF ALLOWANCES

1, Periods covered by allowance payments,

The period covered by the initial .allowance is one year. The
period covered by each replacement allowance is three months. Allowance

payments for identical uniform requirements, that overlap these periods,
ars Not authorized.

2. Initial allowances.

& Aninitial allowsnce of $100,00 vill we paid to help defray
the initial cost of wmiforms and will be pai d as of “he effective date of
thi s Instructin if the enployee i s currently requirew to wear a uniform. N

?r on the date theres fter an enployee i S initially required {0 wear & wnie
orm

b. Transfer orreemploymentinthe sams occupetional group =
Where the same uniform requirements apply upan transfer O I eenpl oynent,
the period covered by the last allowance payment must ccme to an end bee
fore a further allewanece paynment may be made, For exmmple, a chauffeur
paid an initial allowance, who at any time within the yaar transfers to a
chauffeur position at another activity within the Department Of Defense

where the sane uniform i s required, receives only a replacement allowance
when it would normally be due.

o | -

C. Payment Of additional initial allowance — AN employee who,
foll ow ng payment of an initial or replacement allowance, i S transferred
to or reenployed in a position with different wmiform requirements, is
paid the. initial allowance appropriate %o the new position, Also, an em-
ployee Who, foll ow ng payment of an initial or replacement allowance, leaves
the position and is [ater reenployed in the Department Of Jefense in a |ine
of work where the san® uniform | S required, is paid the iniial sllowance
upen reemployment , provided a period Of at least ome full year has slapsed |,
since the end of the period covered by t he last allowance paymeut.

3. Replacement al | owances. v

Replacement allowances will be paid quarterly in advance of service “
performed, starting 12 months after the initial allgwance,- The nt,. o

replacement allowances to—t A AV Z TS [ DB LN
- e ¥ 2 — Nl Ul toed . - ’ ~ 4
Al Foeq faurs amhioved prior to the effedtive date of this o -

tion who possess uniforms which do not adhere to the above standards willé =~ <~
be permitted to wear such uniforms until replacement is required, Super-

visors shall insure that as replacements are purchased they shall conform

to the standards set forth in this Instruction.

V.  EEFECTIVE DATE

The provisions Of thi s Instrugtion shall he effective immediately.

“J. B. loftis, Director
Office Of Administrative Services



